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ABSTRACT
The manual provides a rationale, procedural

guidelines, time-schedules, instrdmentssand supporting dccuientation
for student services pr ram evaluation'ht SUN! AgricUltural and
'technical College, Delhi. Six procedural guidelines include: (1) all
progress and services should be evaluated at least cnte,every four /

years,. With provision for annual progress reports; (2) the:Office of
Student Affairs will establish a schedule fcr program review; (3,)

evaluation responsibility remains lath the specialized staff in,each
prOgram; (0, evaluation progress shall be cnitored by a' program
review steering committee; (5) a review of the evaluation shall occur
within thirty days of the review panelos'visitation of the program;
and (6) funding-for evaluation will be allocated in each program's
budget. Tkie student services program evaluation instrument is
presented in outline form, covering pilogram identitg, students,
personnel, resources and,facilities,.adninistration, accomplishments,
and Summary results and 4comnendations. A. resource manual suggesting
'sources of data for complfiting;the evaluation instrument. and
miscellaneous recommendations concerning evaluation report content;
formii, and style are also included. (IH)
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STUDENT SERVICES PROGRAM PLANNINGANDEVALUATION:

PROCEDURES AND PROCESS

'AA INSTITUTIONAL COMMITMENT TO
COMPREHENSIVE PLANNING AND EVALUATION .

I

p.

!
,

Established In 1913, the College at Delhi is one of New York State's

f . .

. .

pioneers in two-year technic 1 and vocational higher education. A
,

Unit Of the
.

State University of$New York since 1948, it presently offers 37Jbasic fields,of

conceneratiop'. Since 19601 the student bodyllas increased from 350 to 2600

fulltime students. The number of professional staff and programs have grown

and a completely new .campus built. As a comprehensive college, the educational

,

services at Delhi, encompass: career and avocational educvion,and training;

education and training for citizenship; research and public service.

Delhi is accrddited bythe Middle Sealpes Association of Colleges and
111.

Secondary Schools, However, to continue the commitment4to high program quality,

r
it is both desirable and necessary that a continuous, comprehensive planning,

and evaluation process be pursued. Institutions, that will give leadership in'

the matter of, evaluation sill find the costs returned to them many times over,

partly ,because evaluation is th& way 'to demonstrable quality-and Partly because

it is th6 way to true accountability. Money, for'particular'institutions and

;

also for'higher education aS a whole, will flollOw demonstrated quality and

accountability. Moreover, a planning ana evaluation program carried on year

after year establi.shes its own norms arid provides a way of measuring, or at

least judging,. institutional progress.

Plannpg and evaluatip.is conceived as a concerted effort by everyone

at Delhi --students, faculty, administration, and othei staff T. to brihg

ti

about educatiodal improvement. Inseitutional integrity flows inpart frOm an
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'
honest and competent effort to_evpluate results, whereas a polici of reporting

good stews and suppressing,bad news is the worst kind of accountabilityi. The

findings might at times be humbling and sobering; yet Delhi.believes shat

those institutions who can manage and plan on the basis of clear objectives

,and measured performance will out-distance those who fly blind.

t R

Delhi does not pretend that a cOmprehensive'Rlanning and evaluation process

is easy.or cheap. The entire concept requiresa great deal of invention,

learning, operational time, and money. The college has favored starting on

a small scale and substanti4 parts are currently in operation and without

exorbitant cost. Yet, tire educational.impact of a full"1-3-rogcam could be very

t

great a d eventually would justify the investment of no less than 1 to 3

Ipercent of the educational budget on comprehensive planting and evaluation

and related research and development.

The key to,meaningful planning and evaluation is college and staff commit-
.

ment and participation. Staff members responsible for student services and:

activities, for example, will insure the continuing effettiveness
y
of the ,

I
A

respective program. Still, individual program planning and evaluation must

be.a cooperative venture. Staff should have the active fi ooperation and
( .

'i assistance of all college function so that
-
required data, information; and

1
jIl 0, I

1

.
: tit

other assistance are available. Moreover, the process muak:be coordinate'd 0,
.N .

wieti institution-wide planning, management, and ,evaluaion prOgrams, including
6

I

required reporting procedbreaand timelines Consideration should be given

also to inter-functional relationships, incl'uding inter-campus study and ties

' which extend beyond.tIte campus.

(

-2-
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Following.are examples of related purposes,uggrs, ind products of'

individual piograM planfiing and evaluation:

PURPOSE: .Institutional Accreditation And Accountability
Institutional Planning, Management, and Evaluation
Professional Performance and.Development

e Program Plalining, Management, and Evaluation
Performance Auditing and Reporting ,-,

Policy Analysis

USERS: Middle States'Association
State EdUcation.Department -
SUM Central/Other Colleges
Student Affairs
Research and Planning
Academic AffdIrs

RELATED-PRODUCTS: 1
College Master Plans, Missidn Statements, and Budgets
College Self-Study for Middle States
SUN? Master Plan
Program, Plans; Missions, and Budgets
Annual Reports - Other Reports on Needs/Results
SUNY/Delhi Cost Analysis Reports

. PrograM Development Proposals

°STUDENT SERVICES RESPONSIBILITY

\\I

The call for iiistitutiona planning, management, and accountability is

being heard throughout the land. It reflects in'part a failure confidence

7
in many of our colleges and universities as well as frustration over rapidly

increasing costs. One response is to heighten the potential of various_educa-

'tional,activittis,soutside the formal classroom in addition to ;those within for

,improving outcoOs of yarious types such as student growth and development,

new knowledge and art forms, and community impact. Speaking to thkequestion

'is she whole area of student affairs f! services which is' an essential, aspect

of belhi's educatiohal program. Accordingly, student a ffairs- programs and

3- 6
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services are eonsidered_tO be an integral part of the college's comprehensive
a

. .

planning and evaluation process. For example, Delhi's 1976 Campus Master Plan

..-

recommended that the college place stronger emphasis on improving the quality

of residenc e'hall life and on promoting living standards which overfill should

,
;

be highly cpnducive to a serious and enriching educational experience. ?

...--. t
.

PROCEDURAL GUIDELINES_ I

1,147

Following are guidelines and procedures for student services program , I

evaluation: 1 ,

2

Allic
.1

1) All.programs' and services will be evaluated at least once

. .1 .

14'every four years with provisions made for an annual' progress

N 1 . '' .

report. Such efforts shall be coordinated with .,the college's-

r
planning and evaluation,-accreditation, and budgetary planning

i
processes.

, e.

I

11

2) The Office of Student Affairs in consultation with appropriate'

college units and the Student Affairs Council, will establish

a' sequence and schedule of program review for each function or

unit. A pew program or service will not be evaluated until it

IA

has been inOistence for at least two years, -In developing an

*appropriate schedule, consideration will be given to the mutual
4

benefit which might result from reviewing related programs :and

services concurrently.

3) Responsibility for evaluating a student services program remains

with the specialized staff in that program. Each review will

follow the accreditation model procedure which requires a..self-

c

7-4-
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study to be submitted to an external review panel which trill
/'

visit the campus to revie4 the program in operation and report

its findings to the Vice President for Student Affairs. ,Itdiv-

idual membership
o0
of the review panel shdll be determined by the

Vice President for Student

appropriate program/unit.

at least five individuals,

Affairs after consultingAiith the

The rhew panel shall cohsistl of

three of whom shall be from outside

the college; that is, from industry or an educational agency.

or The Director of Research and Planning shall be an ex:officio

member,of the panel. The Vice President for Student Affairs

will develop the charge to the review panel in consultation

with the appropriate,prpgram unit.

4) A program review steering committee consisting of student services

personnel, facultudents, and the-Director of Research and

Planning shall assist the program unit slid monitor the progress

of the evaluation.

4

,/

5) The review panel will submit its report within 130 days of the

campus visitation to'the Vice Prendent for Student Affairs

who will review the findings siith the program unit, the President.

and With the task force. An gpprop.riatd action' plan setting forth

41,

priorities and, objectives to be achieved within a specified

time.petiod by designated offices or personnel shall be

devised by program personnel in consultation with the Vice

President for Student Affairs.

-5-
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1 )

'l if
.__,

.
.

' 6) Funding to support. the procedure wilr be provided in 'the
.

(
-

budget allocation of eac4 program uniito cover the travel,
./ I \

honoraria, and relatedlexpenses normally apLociated with the
E

progcam evaluation. tf
. \

Under ordinary circumstances, the-quadrennial evaluation process should
s.

be conducted in four phases during 46e academic year. Phase 1 initiates the

1161L

evaluation process for the program unit in September with a joineting
.

between the steering committee and program staff fot the purpose of reviLing

guidelines and tin evaluation's, design. The second phase ends Februaryll when

I
pro unit personnel have completed the 'valuation instrumept and preliminary I

re opt. DuringPhase 2 the steering committee will meet with program unit,

personnel as required (usually at the mid-p9int) to ,:rer;iy that appropriate

'progress is being made and to provide general'guidance. The preliminary report

p
s, will bekreviewed with'the steering committee betweenFebruary 1 and March 1.

. ' Program staff will complete the final report 'by April 15. During the third-
.

phase the external review panel shall meet on campus for a period of cone or

two days for the purpose of reviewing the final report, conducting interviews,

and consultations. This phase should be\completed no later than the end of the

spring semester. The fourth ph is one where the Vice President for Student
E

Affairs will review the findings of the review panel in consultation with

program unit personnel and the President. It is during this phase also that

an appropriate action plan is devised, including provisions for annual,progress

. reports due on or before April 15 of each year.

I

a

-6-
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EVALUATION SCHEDULE FOR' STUDENT SERVICES PROGRAMS

(k 1

1977-78
2

Health Center '

StudeneHousing and Res,idence Life

Athletics

Student Life Student Government, Student Union, ttudent

SpOlsored Activities

1978-79

Career Planning and Placement Center

Counseling Center; 4

Financ.kal Aids,

'Educational Opportunity Program

1979-80

Admissions

Student Recprds

Food SeriCes

I
Security

0

'

1Begins a four-year cyole for each program unit,. with provision

for annual progress report..

'2Inifial evaluation begins January 1, 1978 and

/

0

4t

t

s

ends October 31% 1978.

A

I
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.

TRANSITIONAL TIMEABLE
FOR 1977 -78'TUDENT SERVICES PROGRAM EVALUATIONS

(Health Center, Student Housing and Residence Life,
Athletics, and Student Lire)

10

e

PHASE 1: Orientation Cpf Program Staff to Sell-Study
-(December 1, I977, - January 31, 1978)

Joint meetings with Steerin4 Committee and program staff
. to review Guidelines and evaluation's' designt

PHASE 2: Program Staff Complete Self-Study and Report
(February 1 - August 31, 1978)

Completion .;f EvaluatioATnstrument and Self-Study 'Report

by program staff. (Mid-point meeting wifh Steering(
Committee April 15 to verify that appropriate progress
is being made and to provide general guidance. A prelim-

inary report wig be reviewed_with-theiSteerrng Commitcee
between June'15,and June 30. Program staff will complete
the ,Final Report'by August 31, 1978.)' 0

PHASE 3: External Review by Panel with Report
(September 1 =September 30-, 1978)

, On-site visits by external review teams'for respective
, programs. Written reports from external review teams

due October 31, 1978.
0.

PHASE 4: 'Discuss Recommend9tions,'Preparg Implementation Plan
(NOvember 1 - Nowgmber 30, 1978.)

. ..# ,.

Vice President for Student Affairs will review findings
of th\e review panel it consultati n with program unit
personnel and the President. Als in appropriate
action plan Will be devised, inclu ng provision for

annual progress reports due on or b re-,April I5-k of
1\each year.

11 .
4

I

-8-
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STUD-ENT'SERVICES PROGRAM EVALUATION INSTRUMENT

)
...L.r ... - N ,

,.# -.1
,

:.I. ,pRQ(YRAAEDEATITY,-h'MISSION, GOALS, /0 CTIVES., AND PRIORITIES
,,.

-
. .

A.. .1"Astakse*Oj'#444fonsits'ility: (Describe relstedn to)
, .

1.----/ r, , 14.
.1... Societal, student, and community needs

5

2. College mission and emphasis

/

3. Interrelationships 4T.,Jrith other college programs. Aliclude

appropriate oganiYation eharts.

4. Special concerns of the program that should be reflected

'in institutional planning and mission statement.'
, .

'B. Staeement\of Philosophy*- (Describe and explain briefly)
-

1. The bel hat_govern the development and operation

of the prog (i.e., the Wemises which guide the'

program or ctivitA, 4

Any changes necessary i4 order to maintain program .

relevance in terms-of conditions such Is student

characteristics, master plan,and college mission

emphasis.
1.

C: Objectives - (Identify)

1. As stated in original. prograb justifications, former 44P

and currer4 campus masteeplans, .3_ind/Or acareditetion

..reports.

2. Other speci c objectives,which:terve to guide,program

' development nd evaluation;especially those related to

student growt 4and developMent including, academic
progress, research, public ervice.'

f. 4

D. Activities. (Describe,in-elation tr)

1. Implementation4of program objectives

4.

2. Theo-extent to which the activities'are designed to'

reflect the needs of student,t campus, andocommunity
1

clientele. 4

4

II. ,STUDENTS

A. Program Workload (List or explain)

1. FOur-year dhrollment trendS, at the college by gender

0



.

.4 .

2. Fouiloyear student oad trends of the program, with

ootatfle implications.

3. Proposed workload levels'fornext four years.

4.. Special concerns related to enrollment 'or workload

.that- -shOuld be considered in.institutional planning.

Entry Leveil.Characteriatics--,t (Describe)

1. Kinds of students enrolled by the college over die
:

past fottr years; such ,as heir .qualifications, origin,

, goals, needs.
-4'

2. Kinds of students.sery over the 7L-.;': ,

past tour years (givin speci to needs):

/

3. Kinds of special. activities designed to meet specifAC -.

student needs; i.e.,tutoring, workshaps,,orlentations,
.- = ,

III. PROGRAM PERSONNEL

4

A. Job,Descriptions 7- (List or deicribel
,

1. A dOmplete lob description for all staff lines,. . Is
)

t

N t._,

i
- ,

2. Adequaszof dtSc tion(s) and any proposed changes.
. I.

,,O,
B. Staff Characteristics= (List Op deaCribe) -ar-r. .

.,,rit

1. Primary.staff involved for each of the past four years
.

enumeratit earned degrees; emPRoymept experience,

length of service -at Delhitige, and-appointment ,status .

AlsO, list, IPY other suppOrtive staff who bring important

quality antloundedness td 6 program. (Include clerical.)

'2. Extent to which staff are trained or experienced in the -

i

area'thay are eprrently -serving together with el'Opnce

such as professional reputation.
.

r

7

4

4

4

.
. A

3. Any staff turnover and appointments for ash 0 of last

A' ' 'four years and-resultingconsequencas f0744rogram-development.

C. Faculty and College Staff Relations - (Describe-or explain)

1. Concerns of the program which requte direce'faculty

and college ,staff cooperation.

. .

2. Ways in which faculty and college staff are regularly. 4

informed aliout the program's respOnsibilities and

problems and viNsveraa.

3, Examples of faculty and college staff cooperative

efforts,.

1.3,
-10- ,

k
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,

conderns related-ta faculty and college staff

that shoUld be considered.in institutipnil planning.

D. Activities - (Describe)

$4.
1. Extentto which program peitionnel 's evidence of

professionalactivity and Lkfor giving

Particulaf attention tert*.f.e.1-1-awingt

a) involv t i4

(5bj !Ai A ad4
ent;

defining and achieving program
in mting innovations or

`

b stun servic and development;
1 _:,,;,,' ,

4 - , 41c,

-c) development oegrant proposals; consulting
work, co ,assignmenfs, college governance

activitle . esc ibe accomplishments that can

belyrelateit opportunities. ... 0

4
.

2. Level ail0 kitid 'program-personnel Contributions
to other,aMOul unctidns or programs. Include any

E.

teaching as712&ents.

Staff Devel0e-rit- (Describe r explain)'

1:'How staff development efforts relate to prograd
purpose, philosophy, and objectives.

r....7An)f special Procedures used to improve effectivenesi

of,,ervice. Accomplishments that show how these

special techniques,actually improved services,
Include participation in formal workshops, courses
or other, related training each year over the past.:

four ,yearsi.

<

REt
,

4

'cure stabling needs'in relation tb cent and
aiilipated-enzillments, workloads, and program
5bleci:AN.i,A,;.11iclude the number and desired .

quaafiCAtions:
57 .1

PAgrITIES

- (Identify or describe)

2.,Aequi6r of support from other functions such,as
academic,ppOgram, registrar, admissions, counseling,'
placement, computer services, library, learning
resources, maintenarice, and student work-study.

14
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t. Sulipliesand Equipment - (Describe)

1. Levels and'kinds of program budget and/or in-kind
sup4rt for each of the past four yea's.

2. Adequacy of supplies, travel and equipment levels
"And any future changes which may be indicated.

C. External Funding or Support - (Describe)

1. Source, amount and purpose of any external funding
or in-kind support for each of the past four years.

D. Fatalities and Space - (Describe)

1. Specialized facilities and any significant additions
made within the past four years. How these are

' related to the requirements of. the prograp.

' 2. How the program is assessing the efficiency
of its space utilizatiOn. Include any improvements
resulting.

. 3. Adequacy of laciAties and proposed future facilities
plans. (Requirements for instiOkonal planning.) ,

E. InstituCional'Supporf-- Describe)

1. Adequacy of overall institutional commitment to
providing policy, procedures, organizational structure-

*
and resources needed to iapure quality and success;
consider current responsibilities, and projected
college enrollment levels, student characteristics,
and planned activities.

2. The development of the program's budget and how staff
determine and monitor expenditures to assure optimum
returns. (Include special concerns, if any, related
to budgeting that should be considered in institutional
planning.)

V. PROGRAM ADMINISTRATION

A. Program and ActiiiitiesDevelopment - (Describe)

10Procedures for program planning and revision.

0
"Indicate roles played. by staff and frequency.
yprogram has been updated and evaluated.

2. The involvement and/or articulation of this program
in relation to others for purp es of development.,

Include: a) student affairs nction, b) college,
c) region, d) state. 15

j.
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3. The kinds of studies undertaken todetermine th

con ued relevance and quality Ofthe program.
Inc ude any recommendations or actions that followed.

4, Program policies currently under study or that need

, revision which should be considered in. institutional

planning.

B. Program Performance - (Describe or appraise)

1. Performance in use of resources for each of.the last
four years using'measures such as studdht/staff ratio's;
weekly staff ,contact hours; weekly student contact hours
per staff member; staff salary and support costs per
staff contact hour, and student contact hour.

2. Attempts to modify and/or impftve program performance
during the past,four years. Include any innovations

made in the use of resources.

1.

Iv

3. Ac Vides that have been added or discontinued during

the ast four-'.yearelnd reasons for action taken. Also

ind cate which, if any, are presently being planned or

are endangered.

`VI. PROGRAM ,ACCOMPLISHMENTS

A. Program Inn act - (Present or describe)

1. p.ecotd of accomplishment or value added for each of 1,

past four years. Include qualitative and quantitative

evidence of program contributions to-the fo4oNing, where

available: a) student growth and developient,, inclUding
academic progress; b) research; c) public or community

.
.

se ice. .

B. Program Philosophy, Purpose, Objectives - (Appraise)
t

1. Program effectiveness in attaining stated'objectives.

2. Implications for future de'velopment, responsibillty,
-or emphasis of present program.

. C. Institutional Plannil and Development - (Appraiser describe)'

I

1. PrOgram effectiveness in.helping attain stated
college master 'plan 'goals and, mission.

.

2. Implications for-fur4 finestitutfonal planning,

and development:

3. When this program shoUld next be evaluated or

retwed for any purpose. ,

4

13-
r
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VII. SUMMARY: PROGRAM RESULTS AND .RECOMMEND IONS

A. Program Results - (Provide)

I, Summary statement of overall p Ogram quality,

effIcieney'and effectiveness sed upon findings

and conclusioni contained in s review.

B. Progrand Recommendations - (Pro ide)

1 Recommendations which woi4d lead to further
improvement in the college and in program quality,
efficiency and effectiveness based on -findings and
conclusions contained in this review,

2. Any known or adticipated factors which may impede
or prevent, action on the stated recommendations:

3. Suggested strategy, methods, and timeline for
implementatj.on of proposed recommendations.

11.

1

4

:1

t1

(

-14-
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RESOURCE MANUAL

Responses to the student services program evaluation instrument require

a variety of activities including data gathering, consultation, deliberaloon,

'analysis, and report writing. Becausego Much of what is required in the

instrument presently exists in one form or another in one office or another'

and for one purpose or another, the task 9f student services ptogram evali

uation could potentially'be quit burdensome for many programs, particularly

those with only a few staff,to conduct the self - study. To address the obvious

'-need for assistance, the owing resources will be available: ,

a) A..steering c mmiittee will monitpr the progress of the

program self-stay and, when necessary, will react to the

'need for clarification or revision;

.b) The aprogram head will supervise the activities of the

program.staff in completing the instrument and Will

be generally available for assistance. The program head

: is resitonsible for the flnall-product and the conduct of a

smooth self-assessment.

c) The: Office of Student Affairs and the Office of Research

anO- Planning will provide procedural guidance and technical

assistance; and
r---:

.
,

d) A central wb rklocation containing various resource documits

.

/

. 44

In addition, this manual has been designed to provide more direct, specific

A

ant materials established for use by al rogram staff.

I

g, assistance by identifying dburcesjd data or information, that Ls, an appropriate-

administrative office or document, and by indicating in many instancestthe natirfe

of the required responses, that 4, staff analysis and/or judgment, table and

I



,

appendix; However, resource offices or documents cited/bere'are not meant to be
.-
the poly ores-used in the self-study. Rather they are examples recommended for

reference and assistance. ,
.. ._ .

.

. r
0 . 0

, Each student se es program staff involved in this evaluation is likely
'

to approach the task in a slightly -different way. It is strongly recommended

that ,all student srvites prOmams proceed im,the following manner:

P. ,
a)provide a timetable' with regUlarly scheduled meetings;

BY.assign tasks with Aeadlites in order to 'distribute and
- 0

,

accomplish thaself-study workload in an equitable
,

*,

,

complene,thelins,frumentYseepons in the order in which

ttiey appeavd that:the.necessafy ta and infoimation
-.,. ,..

if be avilable.andevident'in staff.analytical and

-)ticlippntal responses and fol each sgpceed[ng.sstep in

. 41'. -
6..

the evaluAtkitAproctoss, 't,
. fe

0 , % '

' Where staff 'wish assistance i114nalyzirig data or approaching'their tasks,o.
.,.6....,

%. -,7, - .

:_, contsIcts, siwtid bemade-wltheither Dr. Charles Repp, Vice President .for Student
Olc,

."' , , .,* .. ', ,., ,
, -'

'.
Affairs, or'MtRenr.,Breh,.Ditectorl.bf.Research and Planning.

,

.
. .

,

I

19
,
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44.

.

I. PROGRAM IDENTITY. - MISSION, GOALS, OBJECTIVESs, AND PRIORITIES

A. .

B.

D..

1. Consult local,biegional, and national reports and studies,
e.g.,"Appalachian,regional and atate plans.

2. Examine college's mission itatement ih .campus and SUNY
master plans.

0.

3. 'Program staff analysis. Constilt College and function
organization'aarts.

4. Self-explanatory.

. Program staff analysis

2. Self-explanatory.

r

1. Consult 1976 and previous Delhi Master Plans and..
accredit.4tiop 'reports.

2r InclwVother objectives which may,have,bgen'established
since_ Orgvious master planning or reaccreditation..

1. -explanatory

2. Program skh'ff 'analysis
----

II. STUDENTS

A.

B.

I

1. Contact Office of Research and Plannj.ng for data.

2. Based on program staff records and analysis

3. P?ogram staff analysis

4. Program staff'analysis

1. Contact Officd of Research and anning for data,

2. Program staff analysis

3.
4

Self-explanatory

-17
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III. PROGRAM PERSONNEL

d

4,

A. 7'

- 1. Ccitact *Personnel Office and Student Affairs. Include

icriptions in Opisendix.

.Program staff judgment

B.

IC;

s

1. Program staff analysis. Vitae to be included in appendix
*

2. Program staff analysis

3. Program staff anhlyAis

1. :Self-explanatory

2. Self-explanatory

_/'
3."Self-explanatory

4. Program staff analysis

IV. RESOURCES AND PACILIMES

I ' 2. Program staff analysis

A.

E.

2. Program staff judgMtnt

1. Program staff analysis

2. Program staff analysis. lIncl9de any tabulations in

1. Program staff analysis. Also, consult Office of Research'

appendix. Also, consult professional Agrformance and

student characteristics.'

and Planning for projected enrollment data and anticipated

growth plans,

1

,.

1. Program staff analysis'



B.

0

C.

D.

E.

4

1. Student Affairs Office records should show budget
expenditures.- Also,consdlt Office'of Research aad
Planning NTn-kind support identified by Program staff.,

Prog ram staff judgment

1. Program staff records. Also, consult with College Grants
Office and College Foundation Office.

. -

.4

1. Program staff analysis. Also, conaultipith Office of
'Research and Planning..eSquare.footage should' accompany
description.

2. Program staff analysis. Also, consult with Office of
Research and Planning*

3. Program staff jUdgment

1. Program staff judgment,

C

2. Program staff analysis. Consult withOffice bf Student
Affairs.

V. PROGRAM ADMINISTRATION

A.

1. Self-explanatory

2. Self-explanatory

3. Program staff analysis. Consult Office of Student Affairs
and Office of Research and Planning for other related studies.

1110b
,

4. Program staff' analysis. ult with Office of Student Affairs.

1. Program staff analysis
and Office of Researoh

2. Program staW analysis

3. Program staff analysts

. Consult with Office of Student/Affairs
and Planning.

. Consult with Office qfStudent Affairs.

. Consult With Office of Student,Affairs:



4

V I . 'PROGRAM ACCOMPLISHMENTS

A.

1. Program staff analysis. Coniult with Office of Student Affairs
and Office of Research and Planning for other related studies.

B.

C.

1. Program staff analysis

2. Program staff analysis

1. Program staff analysis. ConsAt Delhi Master Plan and
Accreditation Reports.

2. Program staff analysis and judgment.

3. Self - explanatory

4,

VII. SUMMARY: PROGRAM RESULTS AND RECOMMENDATIONS

A.

1. rOgram,staff analysis and judgmnt.

B.

1. Self-explanatory. Consult with Offite of Student Affairs.

2. ProAirm staff analysis and judgment'.

.°
3. Program staff analysis and judgment.

I

23



MISCELLANEOUS RECOMMENDATIONS ON CONTENT, FORMAT, Ap STYLE OF REPORTS

Theserecommendations'are intended to assist program staff in deVeloping

the Student Services program review self-study document. They are based upon

'the desire to establish consistency within and among stwdentservices,progeam

review self-study documents. Because of its importance, the self-stud, ,document
r

must be readible and understandable for a wide rangeof people, including those

who may not be familiar with a particular program ot the college's internal

organization and operati4 procedure's. To this end the recommendations which

follow are intended to promote consistency for all the college's student services

program review self- studies.''

1) The document shOuld be a flowing narrative orgadkzed

according,to the instrument outline. Use only the major

section headings; that is, I. PROGRAM IDENTITY-MISSION,

GOALS, OBJECTIVES, AND PRIORITIES,' and the subsection

headings; that is, A. Purpose and Responsi114ty. The

items listed numerically under each subsection heading

'should,be treated in the response to that subsection,

but they should not be identified separately by headings.

In other words, judgment should be exercised in using as

mudh flexibility as is needed in responding to each item.

2) Any appendix material should consist of information

requested and other information which is felt necessary

to supplement the'narrative or complete the document.

Typically such information is of secondary importance,

which the reader can reference. It also is material

which, by its nature, would disrUpt the continuity of

the narrative if placed in the text. The-ideal review

24
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0
document predints the reader with a narrative which describes ,

the/Program from A to Z without requir4g the reeler to do
.

.

research in documehts supplied in the appendix,

3) Data are requested at various points ip the student services

program review instrument. Ip is sometimerTgitant. for the

data to be presented

or for 'inclusion in

to 'reremember that all
%

in tabular ,fain for immediate reference

the appendix./ It is extremely important

the data should be analyzed as part of

the self-study process. In ttyls way program staff will be

able to identify.significant aspects of the program for the.

reader; It cannot be "assumed that the reader will iden Y

or understand the significance of the data without f her

guidance. In sum, whereidata are requested it should be
_.) f r

I.

decided what needs to beisaid,in the natratiire concerning

that data even though t e table will appear in the text.
1 ,

*41

4) When preparing both data and narrative i,i corhpleting the
i

student services program review instrumnt, there will be

a natural tendency to respond to inst ument items with

lists. For example, a list of obje ives, a list of planned
\.)

changes in the program. Though this may be helpful in po--

duding the first draft, it does not make a readable docuMent:

Various forms of listings can and s 63i1d be'used in response

. -to the instrument items. Over-ieliance on lists, however,
I

will make the document very choppy and perha;l'unkeadable

,///

or confusing.

25
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5) The student services., program review self-study docvmdnt is a'

Rlanning and aSsestment document. Periodic evaluation of

current prograp objectives, activities,' and accomplishments

is an essential part of a continuous plInnineproceas.

4
Information that is requested is intended to be useful cor

-o

the prram staff and the college's administration in planding

.the program' future. Avoid "filler" for the sake of creating

aniimpressive Quality, is more important than quantity.

6)'Avoid abbreviations. The reader cannot be expected to know

what abbreviations stand for and should not .have to search

the document'to find their meaning.

7) Minimize cross referencing. The student services program

review instrument ib constructed to,develop information

4
in a sequential manner. Cross referencing, though it

stresses the inter-relatedness of many aspects of the

----

prOgram, detracts from the document's readability and lessens

the importance and impact of the presentation of information.

8) Ail quoted material and information taken from reports.

publication's, etc., should be'appropriately footnoted.

Footnotes, should follow acceptable farm ancstyle.
A

9) A Table of. Cbntents should be developed and should corres-

,)

pond with the major section and'subsection headings of the

Student ServiCes Program Review Instrument. It should-also

include a list of appe*dices and a list of tables.

26
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10) Appropriate use should be made of thesample chair formats

for reporting staff development information.

Accuracy and consistency in the terminology used in
0

Tyferencing college programs should`be stressed.

a

12) Information involving students,,fatulty, staff such

as minus from self-study Meetings, should omit
41o.

specific names Themajor exception to this is the

.

section on program staff which requires idqntification

of the program personnel and inclusion of their vita:,

13) Evidence to s,:ppOtt points which will eventually be

recommendations toward the conclusion of the final report

shouldlie.identified and developed at appropriate poinls
411 a

in the supporting narrative found in thebody of the -

t , I
document. The response to item VII.B.-"Recommendations"

.
should be a

t
brief statement of the recommendation.

N. .

14) All drafts and the final document should be deuble spaced.

I

,
. Alir'

15) Format for final craft document: OUTSIDE COVER, TITLE ACE,

TABLE OF CONTENTS, 118T OF TABLES (if tables are -used) , BODY OF

INSTRUMENT, and APPENDICES.
y ..

r

.a) Margins - Leave a margin of at least, one inch on each
1

.

of the four sides of the sheet. The 'left margin is
.- . .

better at 1 1/4 inches to allow fob binding. On the...,

fiiit pa of, every iajoi Aftaion of the,document,

leave 2 hes at the top above the heading.It
.

.

. ,
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15. , b) Pagination - Assign a number to every page except the
A

-

blank sheet following 9e titfe page ,(if one is inserted)

Number the preliminary pages.withsmall Roian nutals (i,

etc.) centered atUthe bottom of the page on the fifth space

aboVe the bottom of the page. The numbers begin with "ii".

a

The title pag, Counts as i, but is not paginated. Number

the remaining parts inclgding text, illustrations, appendix,
ow

and bibliography with Arabic numerals centered
f
at the bottom

of the.page on tfie fifth space abbve the page.

*

c) Tables - All tables should be labeled appropriately.

a

a

UNIVERSITY OF CALIF. A

LOS'ANgLES

MAR 1 7 1978

CLEARINGHOUSE FOR
JUNIOR COLLEGES.

4
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